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AP?LIC~TION FOR RECORDS DISPOSITION STANDARD 
1 ,i 

USTRUCTIONS; 
3. I)ei,i , Division. Sulrlivision & Administerinp Offlce Addr* 

Prepare in duplicate and forward to the R,words Management Analyst, Management Systems division 
I foq REcoaos MANAGEMENT OWISION USE 

Department of F inance  
D i v i s i o n  of  Account ing 
2100 w. P e a c h t r e e  Street 
Peachtree Summit B u i l d i n q  

I ' &I. Rce iwd  Applicmtion No. Date Completed 

- 
A t l a n t a ,  Georgia 30365 I 

6. Telapholu Number 1. Perwn to Contact 

586-5127 
I 7 Actlon Re~iunlcd 

a w Establish Retention Schedule; record wib continue 10 accumulate. 

b. 0 Dispose of present accumulation; no further accumulation anticiwted 
c. 0 Amend Application No. Check One: 0 Chaw;  0 Supercrde: c] Void 

llorvsd bv title used in office: if diffmntl 

Earliest Latest 

I_ 1975 L P r e s e n t  I C o n t r a c t  F i l e s  - Project Account inq 
0 Davision and Office Function What IS the function of the Division and the Office in whsh this r co rd  swim is nutd? 

The D i v i s i o n  of Account ing is  r e s p o n s i b l e  fo r  t h e  a c c u r a t e  r e c o r d i n g  and 
t i m e l y  r e p o r t i n g  of a l l  f i n a n c i a l  t r a n s a c t i o n s  a f f e c t i n g  t h e  o p e r a t i o n s  of th;  
A u t h o r i t y ' s  t r a n s i t  s e r v i c e s  and a c t i v i t i e s ;  and t h e  development of new 
sys tems and  f a c i l i t i e s .  S p e c i f i c a l l y ,  t h e  d i v i s i o n  i s  r e s p o n s i b l e  f o r  main- 
t a i n i n g  c r e d i b i l i t y  and t i m e l y  r e p o r t i n g  pf f i n a n c i a l  t r a n s a c t i o n s ;  d e f i n e s ,  
deve lops  and  implements such  sys tems and p rocedures  as n e c e s s a r y  t o  c o n t r o l  
and account  for a l l  o p e r a t i o n s  and a c t i v i t i e s  o f  t h e  ,Author i ty ;  m a i n t a i n s  
payments, federal  and s t a t e  r equ i r emen t s .  P r o v i d i n g  t imely  r e s p o n s e s  t o  
requests for  non-rout ine  i n f o r m a t i o n  or a n a l y s i s  is  a n  a d d i t i o n a l  r e s p o n s i -  
b i l i t y  of t h i s  d i v i s i o n  a l o n g  w i t h  m a i n t a i n i n g  a formal a c c o u n t i n g  system i n  
accordance  w i t h  accepted p rocedures  qnd i n s t r u c t i o n s .  4 

1 Record Series Dexription Thls file contains the following documents (incluk form numkrr and titles, if anvl: 
Attach samples of the file 

Documents relating 10:  

C o n t r a c t s  & Agreements 

I ~ ~ I ~ ~ ~ ~ ~ ~  T h i s  series c o n s i s t s  o f  records p e r t a i n i n g  t o  c o n t r a c t s  and 
agreements ,  board a u t h o r i z a t i o n s ,  UMTA a p p r o v a l s ,  e x e c u t e d  change orders, and 
amendments t o  t h e  c o n t r a c t s ,  special  payment i n s t r u c t i o n s ;  payments made, 
a g a i n s t  t h e  c o n t r a c t ,  special c o n d i t i o n s  and payment r e f e r e n c e s .  

Fileisarranged: F i l e s  are set  up a c c o r d i n g  t o  c o n t r a c t  t i t l e  (name) and by  c o n t r a c t  
number. 

2. Monthly Reference Rate How often are records referred to which are: 

I Thirteen to twenty-four months old One to SIX months old - 2 
twenty-live months and older 

, Seven 10 twelve months old 2 
7 

- .- 
TAnnual Rate of Accumulation of Records 

Lattermze drawers 1 ; Lagal-s~ze drawers , Shelves :Other lspecrfvl 

MI2 I3/76) 
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,i YES I NO I 14. Questionnaire IPlace an "q' in the powr column) 
~~ ~ 

X 
X 

----...-.- 
I a vital record? 

I f  yes, where? 
i. I S  this series lorn miorportion of irt regularly microfit& 

Doer the record sories rdult in a computer printout? i. 

venrs. 
vearr. 

vearr. 

d. Audit p e r i y  a State Law 
b Statute of limitailon 

c. Fedsrnl law 
e. Administrative n& X 

years. 1. Fadual retentton instructtOns 

Attach copy or excert of lam or regulations. Explain administrative need. , 

R e t a i n  f i l e s  i n  t h e  o f f ice  u n t i l  t h e  c o n t r a c t  i s  completed and o f f i c i a l l y  
c l o s e d  o u t ;  t h e n  t r a n s f e r  t o  t h e  r e c o r d s  c e n t e r  u n t i l  UMTA's a u d i t ' i s  
complete or  t h r e e  y e a r s  a f t e r  t h e  f i n a l  project f i n a n c i a l  report  i s  se'nt 
t o  UMTA or whichever  comes f irst .  

-_ -I_ -__-_ -__I-_ 

6 Approved Dispooritlon Instructions Thos w n c v  recommends that the fde =rues he cut o f f  at the end of eHch 

I 1 Cdenclai Yqai. I J Fiscal Yea,, W Other -- - 1 pi- i c~l-aed then. o e - W  
mon t h(sl vearlsl. then 0 Hold in the current fdes area 

0 Transfer I I I lding area: hold vaar(s); then 
bs Transfw to  %%i%cords Center; her- 
0 h t r o v  

vear(s); then 

0 T!ansfer to State Archives f6r pwmnent retention 
& oth=/SpKw (See Above. 1 The D i v i s i o n  of Accoun i n g  and Off-ze Aud-t w i l l  

v e r i f y  t h a t  a l l  UMTA a u d i t  r e q u i r e m e n t s  have been m e t  p r i o r  t o  
d e s t r u c t i o n  of records. 

. .  . 
.. . .  


